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© ATTACHMENT A
Circular No. A«44
Revised

. GUIDELINES FOR PREPARING THE MANAGEMENT IMPROVLMENT REPORT .

.. 1. Managcment effectivencss.

a, Definitions.

: (1) Area. An area represents a priority problem or acthlty
which has bc;n selected for coverage under the program,

(2) Current year goal. An approved quantitative objective
representing the desired performance to be achieved during the-
current fiscal year for a specific area,

(3) Performance cvaluation, An appraisal of performance
. measurement data to ascertain exceptional accomplishments, identify
. shortfalls and their causative factors, isolate current and impend=-
ing problems, and develop meaningful recommendatlons for further

1mprovement.

(4) Performance indicator. A significant quantitative’
measurement of performance in the problem area which provides the
. best perspective of the total management effort being applied to
~the problem or activity, '

(5) Performance measurement. The recording and comparing
of current accomplishments against past experience and approved
‘goals. 4

b, Regofting. Each agency will prepare a plan'identifying the
problem areas to be studied during the current year. In preparing
the plan only the most urgent problem areas and activities need be
selected for inclusion. For each area thus seleccted, appropriate
performance indicators will be chosen which provide the basis for
evaluating the overall status of the area being reviewed and ot
taking necessary corrective actlon.

(1) Performance goals. Goals will be establlshcd for each
arca selected for the current year. In addition, an optimum goal
wWill be established for areas,which require long -terin management
attentlon.

‘ " (2) Progress. A xeport on annual prongss will includc: _

The identification and scopo of areas selected

'f:-;ff%ﬂﬁf»- Goals estaol;shed ¥ ':”' f‘-"
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B = Performance achieved;

L = A succinct performance evaluation covering achicve~
S B . ments dad problems; and

e - Identification of corrective actions taken or planned,

o (The initial report, duc September 30, 1970, will include
v+ the name and scope of areas sclected for study and related goals for
S fiscal year 1971 and a summary of any significant management improvee
‘ment projects completed during fiscal yecar 1970.) '

o ¢. Instructions for preparing report. A form covering the
. above information wiil bo prepared for each problem area designated
" by the agency for evaluation. The following instructions are pro-
vided for completing the form (see Exhibit 1):

(1) Submitted by. Enter the name of the agency preparing
the report. : '

(2) Area. Enter the name of the appropriate area being
studied, ' . ‘ '

' ; (3) Fiscal year. Enter the current year.

T (4) Period from/to. Enter the beginning and ending date of
the fiscal period covered by the report.

(5) Performance measurement. This segment of the format
will be used for: identifying tne performance indicators selected
for meaéuring management progress for the area; base period refer-
ence identification; recowrding of the base year and current year
performance; and the approved goals applicable thereto. Each line
used will be completed as follows for the columns identified below:

(a) Performance indicator., Enter performance indicator(s)
chosen for the area. : '

. (b) Base period wvoference identification. Enter in the
first column the base period reference identification applicable to
the performance indicator being reported. The base period reference
identification is included dn the reporting format: i.e., A - Preceding
' fiscal year (cumulative annual resuits) and B - June 30 of preceding
fiscal year (performance level or status as of June 30).

. (c) Base yecar. Enter base period performance data in
‘ accordance with the base neriod reference identification selected.

‘ (d) Past yeaw. &nter past yeaxr nerformance data reflect-
o ing management progress for i past Jiscal roporting period.
' : R MR - ; . .

+ " . | . ‘:-l'.‘
Lo ' .
AT ..
I "
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(e) Goals. Under past year, cnter the performance goal
established last ycar and under current year enter thc performance
goal planncd tor this year,

(6) Performance evaluation. ?Provide a concise samnary cvalua-

- tion of results Dy comparlng actual performance against p. ot cxperi-

ence and approved poals for cach periormance indicator. when appro=

- priate, cite specific actions which have contributed to improved

performance in order that other agencies might bencfit from the

experience gained. Provide an analysis of Jhortfalls and indicate
‘corrective actions initiated or required, including a target date
for completion or return to the desired performance 1evel.

2, Cost rcduction. o,

a, Decfinitions.

(1) New management actions -- those internally conceived
procedures, policies, innovations, or decisions which, when applied
for the first time, reduce the cost of a specific function or
increase revenuc or fund availability. A new action is one that

~has never been applied before by the reporting activity. It may
have becen applied elsewhewe in the overall parent organization but
must not prevxously have been applied by the activity or organiza-.
tion reporting the cost reduction.

(2) Imp1ovcd management actions =~ those changes both in
substance and emphasis, with respect to existing procedures, policies,
and techniques, which reduce the cost of a upClelC function or
increase revenue or fund availability. Actions which have been
previously applied but which have been revised, changed, emph351zed

- or otherwzse improved are 1nc1uded in this cla551f1cat10n.

" (3) Past year -~ the fiscal year being rgported upon.

\
. (4) Cu;;entAycar -- the fiscal year in progress at the time
the annual report is submitted.

(S) Budget Xear -- the fiscal year follqwing the current year.

(6) Offsetting costs =-- all costs incurred as a result of
implementing a particular wmanagement action, including costs 1ncurred
~in arcas other than where savings are :. :ported.

(7) Cost reduction goal -- a total monetary objective for

- the effect of cost. reductlon actions to be taken durzng the current

year., .

b, Repor tlng o
(1) Annual foal.  This section of the aianl report w1ll cone-

taln trmpm,borsw Reoema-zeot/qaém- S1A-RAP 7S AARBA0INOOBOOHOB by the

agency.r -
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(')lyﬂhi;;J;xooxc s_wepovting.  This section will cover the
. results of actions taken durxny the past fiscal year. It will show
cost reduction actions taken during an past year Loward rcaching
the overall cost reduction goal and resulting monctary savings. It
will aiso contain a narrative statement and a summary rvecap of progress
against the overall goal and any subgoals cstablished by the agency.,

(3) Narwvative statement. This section will contain items such
as tho following: . ' .

- General Sumlidly comments and analysxq of accomplish-
ments in reAatxon ©0 the overall goal and to any subgoals established.

- Specific actions taken durlng the year which assisted -
in the achievement of the goal.

’

- Progress on employee increased p:oductlvzty and effi-

c1ency programs.

[

Attachnont '

- Reductions in manpower requlrements whlch resulted Srom
cost reduction actions being reported.

- = The identification of any problems in accomplishing the
goals whlch require the assistance of the Bureau of the Budget, the
President, other departments and agencies, and new or revised legis-

lation,

(4) Summary recap of savings., This section of the reporu will
contain the followxng data as « minimum: y

Vo . A brief description of cach arca (progran, progect
act1VL~y, etc.) for which a goal was established.

« The monetary savings goal which was,assigned.f

- The estimated bUd”CLaLy effect in the current and budget
year as a result of cost reduction actions taken in the past fiscal
year and sumnarlzed by major oroan;zaulonal units. .

" The nonetary savings actually achleved durﬁﬁg ;he past
fiscal year._; . : - ’

- roposed d15p051t10n of antlclpated savings using »he
catcgorxes in paragraph 4.f.

© . = A summary of past-year reductions in authorlzed poszczons
esultlng from cost reductzon actlons covered by thc report.\[_%;ﬂ .
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